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FORMAL TRAINIRG OF MEMBERS OF THE AIMINISTRATION CAREER SERVICE

Poliey

A. Gonmral

AN s A

1. For all elerical perascopel GS-6 or belew:

Administrative Procedures (B-4)

£. For all professional persconel G8-T sad above:
Intelligence Oriemtation (B-3)

3. Yor all superviscry persoonel 8.7 through GS8-12:
Basic Jupervision (B-T)

k. For all persopmel of Mranch, Staff or Division Chief level:
Basic Mermgement (B-0)

B. AMministretion Panel

1. For all persamel GS-11 through GS-12 asaigned as Administrative
officer (ID/P Beadguarters):

Opswaticns Suppart (B-5)
Techniques in Development of Budget Estimates

2. Por all persomne
orficer (ID/P Field):

Operations Suppart (B-5)
Bdget ond Finance Procedures (B-25)
logiatics Support

G3-11 through GS-12 sssigoed as Administwitive

3. TPor all persomel G3-13 through G65-15 assipned as Admintgtraotive
Officer (DD/P and 1D/8; Headquerters and Field):
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C. Qenermi Counssl Panel
1. For all persoonel GS-12 and above: LONHDENHAL
Operations Familisrization {0-2)
D. Audit Panel
1. Por all persomnel O5-T through GS-11:
Oparstions Support (B-5)
2. For all persannel GS-14 through GS-15 2esigned to DD/P Field:

Operations Femlliertszaetion (0-2})
E. Coamsercisl Pemel
1. For all perscanel G5-12 through G8.15:
Oparations Support (Tradecraft Pringiples Phase) (B-5)
Basic Mapagement
Basic Country or Regicnal Swrvey

F.

1. Per all O Baminers, Business Machine Technicians and Records
Msnegement, Analysts G8-9 through GS-15 assigned to ID/P Aves:

Operations Familiarisation (0-2)

Except as otherwise providad by CIA | | waiver of these
requiresiernts can be approved only by the Head of the Administmation Career Service.

2. Progeduree and Coordination with Training Officer

The training stendards outlines sbove are an important element in the
professional development of mexbers of the Administration Career Service and
are goals to be achieved by steedy progress and orderly plamming. Staff and
Pivision Chiefs will coordinate with the appropriste Training Officer plans
and sotions regquired to insure that these training standards are satisfied.
The required courses should be taken ns soom as possible after EOD or prior to
reassipgment or promotion, &8 appropriate,

3. Tretning Peyond Required Minfmm

This instruction prescribes caly minbmm standards for training SD:SA
perscnoel for various genersl catagories of duty. Mmrsmwgedw
earell perscusel in sdditiomal internnl and extermsl training which will further
their effectiveness end career dsvelopment.
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